# APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

f RECORDS MANAGEMENT DIVISION

INSTF!UCTIONS See Publication No. 76—8M-—1 for instructions on completing this form. Forward s\gnéd ongmal 1o
Department of Archives and History, Records Management Division, 330 Capitol Avenpe Atlanta, Georgla 30334,
Attention: Schedulmg Saction, - i
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[ 8. Monthly Reference Rate How often are records referred to which are:

FOR AGENCY USE 1. Agsncy Address | o FOR RECORDS MANAGEMENT USE
Application Date : _ Departxrent of Public Safety Application Number
iver rt Division - - H

January 18, 1980 Driver Suppo . , X 76-346

Application Numbar No -Fault Insurance and Pennlts. on Date Recaived Date Complasted
959 E. Confedepate Awve, S.E. g
—Atlanta, Georcia o | N 2sree | BAN 81 o
2. Person to Contact Workmg Title Telephone Numbar
Sgt Dowdy Superv:Lsor 6639
T S ¥ e

3. Action Requested g

3. [0 Estabush Retention Schedule; récord will continue to accumulate.

b. O Dispose of prasent accumulation; no further accumulation antlcnpated

¢c. ¥ Amend Aophus’ cn No 76“ -346 .. Check One: B Change El Supercede: [0 Void
4. Dates of Series 5. Records Series Title (followed by title used in offjce, if different)
Earliest Latest

g | present Automobile ‘Liability Policy Cancelation Notice Files
ATy i ) ' ' ' _
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
;’:“‘,; '
b s R T e S ST S o < The gl Voo

7. Recard Series Desmptuon This file contains the following documents {mclude form numbers and titles, if any):

Attach samples of the file.
Documents relating to:

Documents re=- [

Included are: lating to maintaining notification

by insurance company that individ-

ual's automobile liability policy

has been cancelled, and to maintain-

ing an index to the No-Fault Suspen-

sion Notice File. Included are Can-

cellation Notice (FR~-4). Files are

arranged alphabetically by name of

individual, . - S

File is arranged:

One to six months old ; Seven to twelve monthsold _______; Thirteen to twenty-faur months old
twenty-five months and older . _? : '

9. Annual Rate of Accumulation of Records'_—‘
Letter-sizedrawers __________ ;legalsizedrawers ___. ___ _ _;Shelves .. . _ ;Qther (specify)
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.| graph 12 are approved,

T Calendar Year; [0 Fiscal vear;: O Qkher Wthen,

month(s) . ...___year{s}); then
year(s}): then
year(s}; then

Hold in the current files area
Transfer to local holding area, hold
Transfer to State Records Center; hold

Destroy.

Transfer to State Archives for permanent retentton
Other (Specify)

Huoong

Upon proof of 1nsu.ranoe withdraw record fram active file and destroy jpmediately.

QS\\& <, xw

Tltle\

These instructions apply to ali prior and future accumulations of the series.

YEs | NO | 10. Questionnaire __{Place an X" in the proper column) : , - - —
~ | a. Is this the official copy of the series? : — -~ -
| I If not, where is it? s A = - ;
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.
- —— . i A
- ¢. Is this a vital record? _ !
d. Does this series have historical or long term research value? . e, N ,
e. When one or two documents in the file make it necessary to keep the entire file f6f a long pericd, could these
1 documents be scheduled separately? :
%hMmmmmmmuﬂmmmm;sMﬁumanv N
g. Is the information contained in this series ever analyzed and/or recorded in. a summarized report? ) 'T
- If ves, attach copy, o ar g
‘ h, Is there a duplecatlon of this series in your office, or nn another offuce or agency?
If ves. where? — — . -
i, 1s this sengs_{aLa.mann_miuLLegmmy_nncmMmed’ : ' :
~L_i._Does the record series result in a comouter printout? BTSN
11. Retention Requirements ‘The following requires the series to be kept: see below '
a, State Law ? - Years, d. Audit period — ~years.
b. Statute of timitation years. e. Administrative need —.years,
¢. Federal law years. {. Federal retention inStructions years.
Attach copy or exCerpt of laws or regulatlons Explaln admnmstratwe need '
R S _,\,., . Y ™ 4:‘,
This informaTIon s no Ionger needed once indlvidual ls reinsured,
12. Aporoved Disposition Instructions  This agency recommends that the file series be cut off at the end of each: s

Agency Head/Designee (Signature) Date s Manaj_ment Officer _(Signature) Date
[ ] &
/ A Jege:s Al ggq \\ \lmw\ LQ“\

State Records Committee (Signature/ Date

Qﬁma\ﬁf

Recommendations in para-

State Audnor/Des:gnee/ Mp_ﬁpﬁ-——

(If disapproved, attach letter

/" 2/_1/_&

of explanation.) Sec/ ; é%@tatelDeslgnee @W /MM} /- 2 % - %
Attorney General/Designee /M %_/LU /‘ 5/ { &
AR=S0- Ty - 6 ] {Fiovar e Shde) V J-"

- __"'1:"“ -
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APPLICATION FOR RECORDS RETENTION SCHEDULE i CS ST AU A A AL §
‘ RECORDS MANAGEMENT DIVISION

IN'STRUCT!ONS See Publmtton No. 76—8BM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georg:a 30334,

Anentlon Scheduling Section. (
) JOH AGENCY USE 1. Agency Address : FOR RECORDS MANAGEMENT USE
[ Appiication Date Georgia Department of Public Safety Application Number .

10/25/76 ' Uniform Division '7(9 -3Y4 G

Application Number = No Fault Section ) e

959 East Confederate Avenue, S. E. - Dote Recaived Date Completed
| Atienta, Georgia 30316 .| NOV 2951976 | DEC 17 1976
2. Person to Contact Working Title Telephone Number

Captain Harris B Supetrvisor 656 61 16
3. Action Requested - S
a. [X Estaousn Retention Schedule’record will continue to accumulate.

b. O Dispose of present accumulation; no further accumulation anticipated,

¢. 3 Amend Application No. __ — .. Check One: 00 Change; [J Supercede; [] Void ’ T
4, Dates of Serias 5. Records Series Title (followed by title used in office; if different)
Earfiest Latest v
6 -1-75 | Present Automobile Liability Policy Cancellation Notice File :
DWISIOH and Office Function What is the function of the Division and the Office in which this record series is created?

The Uniform Division is responsible for the patrol of streets and highways to
insure the safety of lives and property; the investigation of motor vehicle
accidents and the computation of related statistics; the licensing of citizens to
operate motor vehicles and the suspending or revoking of licenses; and the
supervision of motor vehicle inspection records and the distribution of motor
vehicle inspection stickers and other related documents. The Division must

be available when called upon in the event of civil disorders or natural disasters
and is responsible for the safety of the Governor of the State of Georgia and

his family.
7. Racord gexe;vbesulpuon This file contains the following documents linclude form numbers and titles, if anyj: N
Attach samples of the file.
Documents relating to: Maintaining notification by insurance company that individual’s Automobile

Liability Policy has been cancelled and to maintaining an index to the No
[Fault Suspension Notice File.

R £

Included are: Cancellation Notice. (FR4). .
File is arranged: Alphgbetically by individual’s name, | , x
o frod . R e o
8. 1 Monthly Reference Rate How often are records referred to which are:
One to six months old 12,360 ; ; Seven to twelve months old _6.000 ___; ; Thnrteen to twenty -four months old 2,000

_twenty-five months and older__'l.,mm__ 7 - S N |

9. Annual Rate of Accumulation of Rerords
Letter-size drawers . ; Legal-size drawers ... . Shelves —___; Other (specify) 5/8 15 drawers - 3

oL . o : Sections wide.
e < N . : - . — .
AR— 50-—71 Flnv 76 : ’ (Quer)
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i YES | NO 10 Questlonnmro (Place an “X" in the proper oolumn) 7 _ ,\ il " 5
a. Is this the official copy of the series? T - 4
5 X ~d__. . 1f not, where is it? S ' , - o
B " m Does the series contain cpnf:dentlal information requiring securlty handling? If ves, cite law or regulation.
:“_:___:2(_r _Is this a vital record? R | - R i :
| 1L.X 1 _d d Does this series have historical or long term research value? - ;
e. When one or two documents in the file make it necessary to keep the entire file for a iong perlod could these
N/A| ___ documents be scheduled separately? -
r_.w h*?iﬁ,f,_i_imgmiqmanmm}h&&ugsﬂqmmmmtmgnach copy, ,
X Is the information contained in this series ever analyzed and/or recorded in a summarized report?
I A _,_Iix,i;ﬂtach copy. R
X h. Is there a duplication of this sernes in your office, or in another office or agency?
L1 fves where? .
ﬂﬁ:rx._#&mgugmammmmuommed? . .
X |_i. Does the record series result in a computer printout? -
11. Retention Requirameants _ The following requires the series to be kept See Item 12. ' W
% a. State Law ) years. d. Audit pe}iod _years.
b b. Statute of limitation Ll Teo.cuo Years. - e. Administrative need .years.
¢. Federal law - __.years, f. Federal retention instructions years.
1 _ :
B i
Attach copy or excerpt of laws or regulations. Explain administrative need. : -
: )
1’ Office reference.
1 .
!
]
| {12, Aooroved Dispcsmon Instructions _ This agency recommends that the file series be cut off at the end of each: R
‘O Calendar Year; [0 Fiscal Year; Kl Other _ then,

0 Hold in the current files area ... ___month(s} ... vyear(s); then
O Transfer to local holding area, hold ____ . vyear(s}; then

O Transfer to State Records Center;hold .. . _year{s); then

O Destroy.

[0 Transfer to State Archives for permanent retention.

¥ Other (Specify)

Upon proof of insurance, withdraw record from ‘active file and place in inactive file; cut off inactive file
at end of each month; hold in current files area 1 year; then, destroy.

- (\‘A' Concur e

{ ) Nonconcur

Dlrector No Fault gactlon

Ta

These tnstructions apply to all prior and future accumulations of the series.

- Date rds Magagement Officer (-Signamre)_ | _- -
-11-16 i‘l &g\h&w«_ | -15-76

Stapy Records Copmitteg (Signature)

Recommendations in papd
graph 12 are approveld

State Am‘;signee 1 I M | / ? ’// - Z é |

(If disapproved, attach Ietter
of explanation.) Secratary/of State/Designee

Attorngy General/Designee

|  AR-B0—71; Rev. 76
r
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